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ABSTRACT 

"Look into the Future" is a program created by a Jofc 
Training Partnership Act project and 9to5, Working Woaen Education 
Fund, to address the training and retraining needs of office workers 
in light of the advances in computer and ccaaraunications systems. This 
guide describes the model project and suggests steps other 
organizations can take to inclement it. The guide is organized in 10 
sections that contain the following: goals and objectives; curriculrro 
development; analytical, motivational, educational, and vocational 
exploration components, which include learning activities, teacher or 
trainer notes, test items, and information sheets; participant 
information for those who took the displaced clerical workers 
workshop developed in the project; evaluation aethoSs sheets for 
evaluating participants and for jarticipants to evaluate the project; 
recommendations for successful project implementation; and additional 
handouts (communication skills self -test, glossary of common crasputer 
terminology, and "How to Write a Business Letter" by Malcolm Forbes). 
(KC) 
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INTRODUCTION 



7 am tataUy fmstnaedt In 1985, after receMt^ a c&t^cate in 
^v(mijm)C€ssmg,Ifmewn^€n^q^nmfiit^ I had 

studi&i hard fm- six months. Iwas^nngto join a compare as a 
woiic imKmii^ cMc and in 2 yean ! was gcmg to b&xme 
supermor of the wwd imxessing wtt. So much Jbr plans. One 

year Im&^J was still unempb^ unable to find of joby and of^ 
because I was being told that my "cffkx skm'yme 'outdated". 

The above story is not new. Technolo^cal advances in office equipment has 
drastically changed office work and the role of the office worker. Conqjuter 
technology has made the collection of information as easy as pushing a button. 

Computerization of the worlg>lace has seated another pool of unemployed and 
underemployed workers "Sve call Displaced Qericals" and Potentially Displaced 
aericals." 

9to5, Working Women Education Fund, a non- profit education and research 
organization for officeworkers, was awarded a 6 month grant from the State 
Education and Coordination Grants Advisory Council (SECGAC) to develop and 
test a Qerical Displacement Training Pilot. 

This report summarizes the design, «)ordination and implementation of "J^k into 
the Future", a program conceived specifically to address the training and retraining 
needs of office workers in light of the advan<^ in computer and communications 
systems. 

Take a "Look into the Future", an informative, probing, and feasible program model 
for policy makers and employmem and training personnel seeking training solutions 
to prepare workers to meet the demands of a technological!) driven society 
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QQAL 

TO RESPOND TO THE TRAINING OR RETRAINING NEEDS OF 
DISPLACED CLERICAL WORKERS. 



- PRONODE TRAINING OPPORTUNITIES FOR CLERICAL WORKERS 
WHICH OFFER APPROPRL\TE SUPPORT SYSTEMS AND FOSTER SELF- 
ESTEEM. 

- PROVIDE TRAINING OPPORTUNITIES FOR C1£RICAL WORKERS 
EUGIBLE FOR JTPA PROGRAMS, F<X:USING ON NEW AND EMERGING 
CAREER OPPORTUNITIES IN THE CLERICAL FIELD. 

- DEVELOP AND TEST A MODEL TRAINING PROJECT FOR DISPLACED 
CLERICAL WORKERS WHICH CAN BE REPUCATED IN AT LEAST ONE 
OTHER CITY IN OHIO. 



- GROUP AND INDIVIDUAL EXERQSES TO ASSIST PARTICIPANTS IN 
DEVELOPING POSITIVE ATTITUDES ABOUT SELF. 

- ANALYZE PRESENT SKILLS AND TRAINING NEEDS. 

- EXPOSURE TO TECHNOLOGICAL ADVANCES IN OFHCE EQUIPMENT 
BY DISPLAYING ADVANCED WORD PROCESSING SOFTWARE AND 
HARDWARE. 

- TOUR OF A MAIN FRAME COMPUTER OPERATION. 

- DISCUSS EDUCATION AND EMPLOYMENT OPPORTUNITIES. 



CURKICULUM DEVELOPMENT 



Based on over 17 years of e^nence wiU, ^''^^^^^^^^^^^''Z"'^ 
took a new approach to curriculum devel<H.ment We developed look 

Future" based on Ihe following beliefs: 

- An informative, experimental, and partidpant-inpu. pilot model needed to be 
developed. 

- to liRht Of technology advances, ev«y clerical ^ ha. the potentlri to 
di»l S mrefore, derical workers - employed and unemployed - need uj^to- 

e SmSon on office technology and it's impact upon der>cal jobs. 

. aerical training greatly lags behind office tedmotogy: Oerical training programs 
that are technolo^cally advanced need to be developed. 

Everyone has dreams, brings into training a wealth of life experience, knowledge 
'and ce^^Eef ofltivatL Once given the ^or^^ ^J^^ -J 
Sr^ation. individuaU can clarify life goals and move from a state of merua to a 
state of planning and doing. 

. Motivation is an on-going and integral part of training. 

. Self learning is an on-going process: Resource. i«formatio^and support systems 
help individuals to become planners, dedsion makers, and adnevers. 

- Individuals need to learn to build, maintain, and use positive supportive systems. 

Trainees - particularly women, due to social roles and expectations - '^^'^fl^ 
■,h™rtuiSrto ioL only on self. Training exerdses requinng physlCBl .nd 
ISrCenable partid^nts to remain focussed on seU- development and self- 

improvement. 

- Training exerdses must be flexible aHowing for personal expression, reflection, and 
discussion of histories, needs, desires, and wants. 
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The above theories led to the development of a four trade modular program including 
an: 

1. Analytical Coiaponent 

Self>asses&ment tests, questionnaires, and other instruments to assess skills and 
attitudes. Self-evaluation of training and/or retraining needs. 



2. Motivational Component 

Exercises and activities developed to increase the participant's awareness of self by 
reflecting upon past experiences and a<^n3plishments. Built in opportunities to 
focus on goals, dreams, and small group discussions to promote *'can do" attitudes. 
Dialogue on support and counseling resource available to assist in the transition of 
moving fonvard. Discussion of myths and negative attitudes that block success and 
hinder goal attainment. Follow-up service advising of resources and additional 
programs that assists with educational and personal develq}ment 



3. Educational Component 

Written and verbal information on educational opportunities and community 
resources. "How to" information such as; appraising training programs and courses to 
enhance job readiness, writing clearly, improving your vocabulary, avoiding common 
spelling errors, writing a business letter. Verbal information on national trends 
impacting upon displacement in the cJerical field. Factual occupational data, from 
the U.S. Department Gi Labor, detailing ocaipational classifications detailing the 
nature of work per job cla^cation, working conditions, en^lc^ent projections, 
training qualifications, and earnings projections. 

4, Vocational Exploration Componoit 

Display and demonstration of new office technology to expose to emerging career 
opportunities for word processors. Tour of a mainframe computer (»nter to 
demonstrate Peripheral Electronic Data Processing (EDP) equipment and 
operations. 

The following oages contain curriculum materials developed and implemented for 
each component. 
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TAKE TIME TO MOVB INTO VOim TUTURB 



LOOKZMQ FOR OFFXCS «ORK? 
LOST A JOB DUB TO OUTDATSD SKILLS? 
HEED BETTER SKILLS? 



LUNCH PROVIDED 
CHILD CARE 
TRANSPORTATION 




FREE 

OPEN TO PUBLIC 
NOT FOR WOMEN ONLX 



ATTEND 

A SPECIAL SERIES OF WORKSHOPS TO PREPARE OFFICE WORKERS 

FOR TB8 90 'S 

. The New Word Processing . . . Mainframe Computers . . . Building Self Esteem 

... More ... 

Bt 

CLEVELAND STATE UNIVERSITY 
JUNE 2 And 9 

10 aa to 3 pm 

ROOM 43S - MAIN CLASSROOM BUILDING 
s«« r«ver«« for dirvccfons 



CALL 5€6-9308 TO REGISTER 




- SPONSORED BY - 



NATIONAL ASSOCIATION OF 
WORKING WOMEN 



csu 



CLEVELAND STATE 
UNIVERSITY 



This Project is Si^jpofted by Federal Fwds of the Job Troining Partnership Act (Public Law 97-300, Section 123) firtd with 
^i^oval from the State Edjcation Coordinatic^ and Grants Advisory Council. 
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ANALYTICAL COMPONENT 




Pttrp(»e: to «»:0ura|^ ;^rti^;)aMs to e\^ttate tliesr own mctfivatioii tevds» and to ideatUy fadws thai 
pc^tivdy m iiegativety bn^si motivaticm. 

1. My b^geiU c^ack to Icamix^ new skiUs is: 
a. luKTwis^wli^togo 

c siqqpoTt 
d coa&te^ 

2. I think lAxmt learning new skilk^ I feel: 
a. excked 

b« e^erbut mvous 

d afrmd 

3. My attitude aboitt my present situation is: 

a. ! can do better. 

b. I have to do l>etter» 
c Fm getting by. 

d Thisssaniiteeive. 

4. ^^en I think about my ctirrert employment situation, I feel: 
a. mc^ivated to make a chai^ 

b* angry 
c» scared 
d depressed 

5. My attitude abc^ change £s: 
a. I can do it« 

b» I should do tt. 

c. Maybe nitiy SI. 

d I dmi't think I can do ii. 

6. As far as resources to help peq>le upgrade their skills^ I know: 

a. a lot 

b. srane 
c a little 
d> nothing 

7. When I think about the fiuure, I see myself: 

a. doing 1^ 

b. d<»i% better 

€. ddi^ the same as now 

d I dcm^ think about the future. 
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My attitude toward cxmiputers is: 

a. respect 

b. wcmcfcr 

A fear 

I sec ^>als: 

a. always 

b. c^en 

c sometUnes 

d. ncer 

My attitude ^ut reachtc^ my goals is: 

a. I know I mil rei^ ttem* 

b* I want to reach tbem. 

€* I doubt rU reach them, 

d. I know I viml readb them. 

WbcQ 1 make {^ass: 

a. I usu^y carry tbm throi^ 

b. I often carry them tim>i^. 

c I smnetixnes carry tl^ thn^^* 
d. I almc^E^ver carry them timnigh. 

Wbco I look back m my life: 

a. 1 make tl^ m<^ i^my a^onplishmeBts. 

b. I try to think of my accraapUshmesits. 

c. I worry about my failures. 

d. I feel I have j^omipH^i^ i^hii^ 
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EXERCISE #4 * WHAT IS IMPORTANT TO YOIT? 
SOURCES OF JOB SATISFACTION 

The job charademtks ttiat ffw l>ec^ Mrtirfftclioa are viiffk>u& Some peof^ piaos the highest 
importance cm makii^ mcmi^, (^bm on l^l^m^ pe<^. Sc»ne Uke others vahie i»^<^dbil^. 

Read each descrqrticm oS tl^ jc^ &ctc»^ lotod bekiw and dedde how hnportaat it b to yw in yoar 
career. Rate the factc»^ u^nf the fonowii^ $aife: 

A-very impotant to ycm 
B-siHnei^i^ impcKtant to yoa 
C^uninipwtant mutesiral^ to 

_ EXERaSE COMPETENCE: Invoh^y^mrself in 

_ RESPONSIBIUTY: Be re^KttsiHe far tl^ {danim^ ai^ implemeouuicw many tasks. 
_ PREDICTABIliTY: Have a stabk work routine ami Job duties. 
_ HIGH INCOME POSSIBUJTIES: Do wwk that can lead to substanUal earnings 
_ RELATIONSHIPS: Devetop dose friendships co-work^ 

SECURITY: Be able to depend on keeinng your job and making enough mcHiey. 
_ ADVANCEMENT: Have the opportunity to move ahead. 

_ CONTACT WITH PEOPLE: Have d^-to^fay contact with pec^ deal with the public. 
^ RECCKjNmON: Be pubBdy apfmdated and g^ven credh quality of your wc^k. 
_ CREATIVITY: Create new {ms^ams, ^en^^ ft^ulate new i&a& 
_ SUPERVISION: Direct tte wwk of r**^.s. 

_ TIME FREEIX)M: Man^ your own sdiedule at wi^k, set your own houj^ 

_ LEARNING: Acquire new sksfis ami knowtedge. 

_ TEAMWORK: Work with a gnmp tovmd CQmrnos ^>als. 

_ SOCIAL IMPORTANCE: Fed that ^ur vmk b i^<kd fw ^en' welfare or surviNid, or to 
imj^tTve society. 

_ PRESSURE: Work ^inst de^ilines, meive critic^ your perfom 
_ PERSONAL DEVELOPMENT: Have the q^}ortunity to grow as a person. 
_ LACKOFDEMA> DS: Perf dmfes that require little ei^rgy or invohfement. 
_ VARIETY: Do a numbered different tasks; have work re&pons3»Htiesclmngefi^ 
_ DECISION-MAKING: Have tliepcwer to d^ctepoUdes^ courses enaction. 
^ FUN: Be spcmtaneous, playfiiL 

J3 
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ORDERLINESS OF ENVIRONMENT: Work in an environment everything lias iu 
place and thii^ rarely chax^ 

INDEPENDENCE: Quttrd the course <rf your wwk wthoul a great deal of dirtsction from 
others. 

STATUS: Have a job which brings respect from friends, family, sad community. 
CHALLENGE: Solve probtems, test your abilkks frequently. 
TRANQUILLrrY: Av(^ j^essures aiMi the Vat tm&' 
SOLITUDE: Work by yourself on projects and tasks. 

In cdumn A below, Ust the char^^eristics you coded as very important. In column B, list thc»e 
coded as some«4iat impcMlant to you. 
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Now look over your M of veiy iniponaot characteristics (Column A). U.<w« tbe cotjmas immded, 
check off those that are part of your present job aad those that «re pari of jour fife outsidt of work. 
Follow the same ivocedure for Cduam B. 

EXERCISE #S • WHAT DO YOU DO WELL? 
DOES YOUR JOB USE VOVK SKILLS? 



Make a list of your skiUs-boIh those you lise in your j»esenl j<* and IcfMe ym use or have used (mtade 
the job. Did )«u handle aioney for a c(»unimity fund drive? C^aoces are you can m»iage sad cootrol 
fiiacs. Have you been in charge of a church ccnnimttee? You can |^ we ^odas, «Hidi»:t meeiin^ 
and direct projeOs. 

Underline those ddlls that jwu arc tt»^ m your i»«seat jd>, and circle those that you are interested in 
devek>|»i^ further. 

Take a careful look at the Ikts you have mad^ 

maybe it is time to think about making a change. 

• Ifymtr outside iife isfo' mane sadsfyij^ that your Uft end ^ytm an using few cfymir skills in 
your job, think **-out «^bet^ tl«re are ways to hiis^ your talents into your {a-esent jt* by 
expandii^ your duties. Or awsider s^kii% a proojotioo or looking for a new job that would 
allow you to exerdse your talents for pay. 

• V y<Mr does pnMde many ^ the sati4a:tions thm ymt are looking 

many of your besi skills, you be in the r^ place. Bitt ask yourself whether your job 
description, title and paycheck adequ^ely r^im your ctmtributicms. If nm, you may want to ads 
for a change or to consider a job with another eniidc^r who WHild gjve y&i mtxt recognittcm. 
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MOTIVATIONAL COMPONENT 




EXERCIK #2 

MATERIALS: PAPER 11 X 17 

PENCaS 



GROUP 'A* . EXERCISE I 
GROUP "C* - EXERCISE I 



STCPl - 



MAKE A LARGE CIRCLE ON THE PAPER 



STEP2- 



DIVIDE CIRCLE INTO FOUR PARTS 



STEPS- 



PUT "PAST IN FIRST "PIE SUOS" 
PUT "PRESENT IN SECOND "PIE SUCE" 
PUT "FUTURE- IN THIRD "HE SUCE- 
PUT -UNKNOWN" IN FOURTH PIE 



STEP4- 



IN "PASr, WRITE ALL MAJOR ACCOMPLISHMENTS AND VICTORIES. 



STEP5- 



IN -PRESENT", WRITE ALL THINGS YOU DO WEU. ITflNK OF 
STATEMENTS MADE BY CO-WORKERS, FRIENDS, FAMILY. 
SUPERVISORS, ETC 



STEP 6- IN "FUTURE". WRITE ALL THOSE THINGS (LARGE AND SMALL) YOU 

TELL YOURSELF YOU WANT TO DO. 

STEP 7 . IN "UNKNOWN", WRITE ALL THOSE THINGS YOU WOULD ASK FOR IF 

YOU HAD SOMEONE OR SOMETHING TO GRANT ALL YOUR WISHES. 

(A^ each member tbe group to thme s(Mnethuig fnm their ctrcte. Make posUiw dements after 
each comment and encc»irage tlus groiq> to positive j»ideraem& Turn i^gMive tde.as isdo pontivc 
ones. Restate and reinfc^tc the pc^ti^ thin^ they hwe cbne 'm ti^ pa^ and the tlungs p<»^e say they 
do weU.) 

STEP 8 . ASK "WHAT DID YOU LEARN ABOUT SELF THAT YOU DID NOT KNOW 



STEP 10 - THE -UNKNOWN" SECTION OF THE PIE WILL BECOME KNOWN IF L„? 
(EACH PARTiaPANT COMPLETES THIS SENTENCE) 



BEFOREr 



STEP 9- 



TELL THEM TO THINK ON THE THINGS THEY PUT IN THE "FUTLTIE" OF 
THE PIE. THIS PART OF THE EXERCISE IS TO BE COMPLETED ON THEIR 
OWN. EACH SECTION OF THE PIE SHOULD CHANGE WITH TIME. TELL 
THEM THEY MUST PLAN NOW FOR THE FUTURE. AND PLANNING 
MEANS "ACnON" AND "DOING." 




Exmlse#2 



GROUP 'B'EXrRClSE I MATOUALSj 
GROUP "D" EXERCISE I Colored Paper, Flurestt&l Paper 

Index Cards, Staj^ 

(Hus »^cise is dooG io a drcte. Have moBbeis to count <^ as 
'enabler* and 'cteceiver' after the dream s^mott) 



STEPl- PASS OUT TWO INDEX CARDS TO EACH PERSON 

STEP 2- HAVE EACH PERSON WRITE DOWN ONE "DREAM THING.' 

(FOR EXAMPLE, VOLUNTEER, APPLY FOR JOB. GO BACK TO SCHOOL) 

STEP 3 - EACH PERSON SHARES DREAM ^^TTH THE GROUP 



STEP 4 - GROUP COUNT OFF AS ABOVE 

STEPS HAVE GROUP DEFINE WORDS AND WRITE ON BOARD 

STEP 6- HAVE MEMBERS MAKE FANS (FANS BECOME PROPS USE TO ENABLERS 

AND DECEIVERS 

STEP 7- THE ENABLERS WRITE 5 STATEMENTS TO ENCOURAGE, UPUFT, AND 

MOTIVATE. 

STEPS- DECmVERS WRITE FIVE STATEMENTS TO HINDER, BLOCK, 

DISCOURAGE. 

3TEP9- PLACE A CHAIR IN THE CENTER OF THE CIRCLE, 

STEP 10 ■ EACH PERSON SHAIULS THEIR "DREAM\ 

STEP 11 - ENABLERS ASD DECEIVERS ALTERNATE RESPONDING TO "DREAM", 
USING STATCMENTS FROM CARDS. 

STEP 12 . GROUP PROCESSING COMMENTS AND QUESTIONS: 
A: HOW DID YOU FEEL SHARING YOUR DREAM? 
B: HOW DID YOU FEEL ABOUT GOOD/BAD COMMem? 
O RELATE THIS EXERCISE TO A REAL LIFE EXPERIENCE 
D: WHAT DID YOU DO? 

E: WOULD YOU CHANGE YOUR BEHAVIOR? WHY OR WHY NOT? 
F: WHAT DO YOU KNOW ABOUT YOURSELF THAT YOU DID NOT 
KNOW BEFORE? 
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Trainer's Notes 

Discus the qu^tk»maire, aOowii^ eadh partk^^ to ccmunatf bx^ give rei^smi. Each {wlkipaitf h 
to Gou&t tht aumber gf a*Si b% €*$ and d's. Di^te into small pmp^ (^m^di^g to majo^ respc»ises to 
qi^stionnaire. 

Group V: High motivatton, i^ed r^urces* 

Group V: Desire, need self-esteem bmkfing and support. 

Group V: Confused need motsratitti, self-esteem tnoldiE^ infcninatioQ ami suppc»rt. 

Grmip 'd*: N(^-con&ient - i^ed kts ol self^e^eem binkii^g» mmivatioii, infiwmatiim aid ^ii^Kfft. 

imORY TO GROUP FORMATION 

GROtJP'A' 

Individuals who haw fitlle nK^svatic» dm to i^^ive influences and experiences. They are mA 
planners or dreamers ^d may have the attitude of Bc^her!' 

GROUP 

Hlrii^Pnsltivg'' Mntivatten 

Individuals who are self-^c^ivated and able to m(MSi^ c^rs. They a dear ^nse of v/bm they 
would IQce to be m the future, and onty i^ed guidance, direAicns, and suf^xtt. 

GROUP 'tr 

Moderate Ne mthe Motlvatjoa 

Individual th^ lack commibnent <^ fociK d thdr goals and {dans. They ha\^ a ckar idea d 
what they waiU to do, but are m^^^taken |»i4rfems or lUniaticms ^ tl^ att^pt to move fonrard in 
life. They need cratinual support a id counj^lti^ 

GROUPED* 

Low PosHfve Motimtiofl 

Individuak who can motivate mhers, but canl have little conv^on m their own situatimss. Th^ may 
be very intelli^nt peq>}e. They dten haw answers for <Aher$ am! aduew satisfadd«i heljdng othei^ 
They often fail take an objective look id selL 

♦NOTE: 

Because the ^>ove is thecxry, careful group c^iservatkm h impc^tant Tr^nt? ; shcmld note individual 
behavior, group dynamics, and ncrte any ^ilaniies and dififi^m^ l^sed on the above ^eral 
description. 

19 
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Tell group to think of five people thai they can oil thai haw the characteristics oS an "enabter" - good 
listener, pc^tive attkud^ at^ to ad( thon^t movidciif qi^sUons tlmt jN^sent o{doiis» re^^ the 
individual' night to make dedsiras, i^c 

Hiey are make a list of these individuals and call when mc^ivaticm is needed. 
Discuss 9loS and have group share other community rescMiffces. 

Total Group Wrap-up 

In this life we must team to be our own efaeerleadei^ and seek tlM^ people, i^aces, and things that 
encourage and support us to achieve gc^ set. 

We are asking that you take a few mc^nenls to think about the mc^nii^ exerdses. 

Discuss dmil^ fear, negative influences, acccmijdishnient to-date, goals, cfa^ams, {dans, and actions to be 
taken* 

Discuss seeking resourc©^ and support Hndii% and kecjMi^ "en^Ojlcrs*. 



2i) 



18 



lAMAWIKNER 
ANDIKNOWrr 



lAMAWINNER 
ANDI»fOWrr 

1 DONT CARE WHAT THINGS APPEAR TO BE 
I AM GOING TO THE TOP 
YOUWnXSEE 

I AM ON THE TOP 
DONT YOU SEE 
I WILL LET NOTHING STOP ME 

lAMAWINNER 
WINNING ALL THE WAY 
MY NAME IS 

AND MY GOOD FUTURE IS HERE 
TO STAY? 
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TRAINING PROGRAMS 

Many vcxaiiooal and technical sdbcx^ offer one year certificate itrograms lo scbod graduates. 
These are scbook that you may see advertised on TV, or in the newspaper. You can find them listed in 
the yellow p^es under the sdiix^ fi^ii^ 

Commtmity coSkg^ al^u offer one year conrscs. Or, yon may be dt^ to go to school (»e year, get a job 
in your selected field and then coatint^ goii% to school part time to go. your two year associate degree. 
In some cases, an employer may pay few continuiaig edocatioa, but they usually require the courses taken 
be jdb related. 

All of the programs IVe just mentkmed involve some costs to the student. Before you invest in any 
training prc^am, make sure it is kgitimate, and that it is g^ to be^ you. 

One of the first thii^ you can do a check with the Ohio Stsdt Educatioa Department and fmd out if 
there have been any cranplaints kxl^ i^inst the sctooi 

Find out if the schod is aKwovcd or accredited. Approved means that a course c» school has met 
minimum tiandards of the awM-opriale state agency. In Ohio, those abodes are the Stale Board of 
School and College R^isiration, the Stale Board of Cosmetology, and the State Board of Barber 
Examiners. 

Accredited means that a course or sdtool has been evaluated and found to meet criteria set by agencies 
recc^pi^ by the US Cto mmi ss Hm cr <rf Edinatifm. Accrei&ati<m b a vduntary jvot^ and the 
standards and criteria are usuaUy higher than those set for Aj^rovaL 

You can also can the Federal Student Aid Informatiraa Center (8(»-333-4636) for l^Ip b tracking down 
how many students enroled in the, program have defaulted oa their student bans - thk is an indicator 
that the prc^am is not meeting the iteeds of the ^udems. 

There are nonprofit agencks in the Greater Cfevefand area thai are either free or low cost to those v^o 
meet c%ibiUty requireracats. If they charge a fee, U is usually jased on income. A listing of many of 
these agencies with a description of their services is on this handout. 

Remember it is your resp<asibaity to make sure that the trainii^ prt^am meets your needs, Demi be 
afraid to ask questions! Smbc questions you can ask are what is the student/teacher ratio? Will they 
help you find a job after osnpleting the program? Ask the school for its placement reccwds. This wiU 
tcU you how many of the schools* graduates have found jobs. Ask if the school will put you in toudi with 
some their graduates. 



23 




21 



JOB TRAINING AND PLACEMENT AG^'NCIES 



CLEVELAND AMERICAN INDIAN CENTER 

Divmim Empkuj/mesA Asss^ance 
500 Lorain Avenue 
Oevelasd, Ohio 441Q2 
962-3490 

Job traming, placeineat and referral if» anyoro «^ is a Native American or jMot Native 
American and on a 1^ inctMne. Monday-FHday 9 am • S 

CLEVELAND JOB CORPS 

10660 Carnegie A^ue 
Oeveland, Ohio 44106 
795-7041 

Free job trainiiig program for men pjud womea aged 16-21; low income. Applications taken 
Monday-Thursday 9 am- 4-^ jnn. CaU fen- appcnntmoit. Walk-ins acceded. 

Training |m^ans: Accmuttii^ clerk, child ^le worker, ^rk-typt^ coc^ data entsy opodXm, 
(fental asa^ant, d^ary akte« GED prei»irttk», Ikei^ firaclical onrse, machine qpmtor, 
medical record derk, nurse akte, recreatsfmal tl^raj^ renal dafy^ lefhnirian, vet^inary 
assi^ant, ward ^rk, wdding. 



CLEVELAND WORKS, INC. 
668 Euclid Avenue, Room 80U 
Cleveland, Ohio 44114 
589-9675 

Assists AFDC redpie&.i in fimling hiU-time empk^ment. £l^»Hty: hs&d& housebolfk on 
welfare resk&og b Cuyahoga Ccnmty. Aven^ time from traming to gabfal emplt^ent: 3 
monUis. Wages average $5^/hour with full health benefits provided by the e«pl(^r. All 
persons must go through a minimum of a 120 hour, 3 week jch readiness jMx^am. Assistance 
with day care. transp(»i^ioo ai^ dt^hii^ Call for an ai^xHstment or walk-in. Mtniday-Friday 
8:30 am - 5:30 pra. 



Cm'AHOGA COMMUNITY CmiXGE 
Displaced Hc^emakers* Pro-am 
West- 987-5091 
East - 987-2270 
Metro . 987-4187 

Free to any wcmian over the ^ (tf 27 w!u> is unemidoy«i, divcu-ced, sej^ated, wkbwed, or 
wiiose spiwse b (UsaMed. CanmH be on welfare. 0£fer& imiividoal and group counseling, 
workshops, course training, suppmt groups and emi^oymectf coun^lisg to enaHe individuals 
to become *)ob reatfy" and self-suppofting. Monday-Frid^ 8:30 am - 5 pm. 
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Cir^AHCK^A COUNTY DEPARTMENT OF HUMAN SERVICES 

Fbu- Wwk Prograois 

220 St. ClaJr Aveai^ Seventh Floor 

aevelaDd,Ohio 44113 

987-7378 . . ^ 

Free education, training and employment programs for pubUc assistance reapicnt*. Montoy- 

Friday 7:30 am • S i»n. 

CUYAHOGA COUNTY DIVISION OF EMPLOYMENT AND TRAINING 
1501 Euclid Avenue, Room 200 
Oeveland. Ohio 4411S 
443-5914 

Free to JTPA cKgiWe Cuyahoga County re«dente (not City of Cleveland). Vocational tcsimg 
and assessment anmseling. J<* placement assistance. On-tte-Jc* traimng wlh private 
employers. Training in 30 occupational areas. Pre-employmenI and skill training pnjgrams for 
youth aged 14-21. ^)eaaB2ed OJunseUi^ and training workers over ^ 55. Outplacement 
ser\'ices and iraimi^ for dislocated workers. GED and remedial education asustance. Monday- 
Friday 8:30 am - 4:^ jan. Ai^catitms trken daify from 8:S) am - 3:30 i»n. 



GOODWILL INDUSTRIES OF GREATER CLEmAND 

2295 East 55th Street 
Cleveland, Ohio 44103 
431-«300 

Services are available to residents of Cuyahoga County. Career counseU^ vocational 
assessment, job hunting inslnictkm, and job jdacemenl for sodaOy, developmealally, mentally, 
and physically handicapped persons including cx-offendcrs, displaced honaemakers, and 
formerly chemkaily depemlent persons. Offers work adjustment and trwning. Provides 
employment for ite dis^^ in a sbehered wwksht^. Offers trdning in food service, 
bousekeei»ng. and wjrd [vocessii^ 
Free to persons referred by the Bureau of Vocational Rehabilitation, Industrial 
Commission, Bureau of Scrwces for the Visualty Impaired, and tlKse who ar** JTPA 
eU^We, For those persons not referred there is a $379 fee for the job seeking 
workshop and placement services. Monday-Friday 8 am - 4:30 pm. 

rrr career center 

1127 Euclid Avenue 
Statler Office Tower, Suite 950 
Cleveland, Ohio 44115 
781-6655 

JTPA eligible Cleveland residents over age 18. Assessment of skills, vocational and career 
couttseli^ referral to job i^iDs training prt^ams. Job bunting intinu^n, remedial eduction 
prc^ams, and GED preparmicm. Jdb search prc^ram: three-day prt^am, starts every tw) 
weeks, includes employalality skills seminar, interviewing techniques, resumes, aptdications, etc 
M(Miday-Friday 8 am - 5 pm. 




LORAIN COUNTV COMMUNITY COLLEGE 

1005 North AM>e Road ^ 
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£lyria,(^ 44035 
Project WO 
734-4600 (est 148) 

Free Forty luw worksht^ for womca munaii^ to school Indies ^dy skills and career 
options. Moiiday-Tbursday&10aiii-8^I)m,Friday8:%{UD-4:30im^Sattt^ 

MAY DUGAN WESTSSDE MULTi-SERVlCE CENTER 

Einpio^nait I^Oj^TBiB 
4115 Bridge Aveni^ 
Oevelaad, Ohio 44113 
631-5300 

EmpkqnoaeDt couaseUng, trauain^ and friMCTient. I^eracy. Worksht^ o& topes related to 

employmcDl. Monday-Friday 830 am-S'JO pm. 
SPANISH AMERICAN COMMIITEE 
4407 homa Aveni^ 
C}evelan401uo 44113 
961-2100 

J<^ placement. Oerica} tramiof program fca* JTPA e%sMe Qe^land rodents aver agR 18. 
Must have a dplraaa or GED. Motiday-Friday &30 am • 5 pm. 

UNITED LABOR AGENCY 
1800 Euclid Avenue 
Cleveland, Oiiio 44115 
566^100 

Jc^ Sian Program. Free jd> {^acement assistance, vocaticmd assessment^ counseling, and 
traini)^ On-the-job trainii^ and tax credits availal^ to qualified anjksy&ts. Sch search 
workshop. 

Discount Pro-am for imemployed £amilies to attend arts perfofmanc^ at a reduced rate. 
Mcmday-Friday 8:30 am • 5 pm. 

URBAN LEAGUE OF CLEVELAND 
Jcb Assistance Prc^am 
12001 Shaker Boul^wtl 
Cleveland, Ohio 44120 
421-0999 

Job placement *Iiie Skills: How to Get and Keep a Job" wc»rkslK>p. 

Wtn-d Processii^ Trains^ Three month jntJgram. Need a GED or d?;doma and 35-f wpm 
typing spmi, and ^jf^arance. Entrance into the jnrograffl is very annj^titiv^ Ongoing. 
MonUay-Friday 9 am - 5 pm. 
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VOCATIONAL GUIDANCE SERVICES 

22^ East 5^ Su set 
Cleveland, Ohio 441Q3 
431-7800 

Fc»r the (Usat^ tx^ ecomnoscaDy disadvami^ed. Job placouem. Assesia&jA services. Work 
adjustment Onshe work exp^umce: light bc^udte^n^ assemU^» food service, derkaL 
Traiimig f(x derical» OKtomer service, a&d power sewing. Monday-Friday 8 am • 4:30 pea. 

WOMEN STARTING OVER FOR SUCCESS (WSOS) 

Ctevelasd State Umver^ 

Mather Hall, Room 314 

Cleveland, Ohio 44115 

687-6%3 

Six month clerical and wtvd procesdag traimi^ and job placement pn^rmn. TYee to JTPA 
eli^Ie Cuyaho^ CoosOy resx^^ems (msi Oty of Qewteod) on pid& as»aao(£. Nine mcmth 
jdb training courae fm clerical po^ots^ ?rovit'*s free day care and transp<Htati<» ctsts. 
Monday-Friday 8:30 am - 4:30 pm. 



) 

SKILLS 

HANIMDUT: Booklet puWislicd by the VS. Department of Labor tilted Clerical and Other 
Adminislrattve Support Occiipatk»&. 

We\e had a look at what kind d annputer ddS^ we*U v^td in the nett few yeai^ to compete m the 
clerkalikld. Sometimes tmce we land aj<^ our technical skS^ 

can learn new i»x)grams along with the rest of the staff as the employer ac|mnik iS^ machines at the 
«^kplace. 

But we still need those basic skills - math sUUs, readii^ skills, orgamzing skills* i^oblero scdvii^ skills, 
interpersonal communicaticm skills, and COTimunication skills - written and ^bal - are the most 
important. 

^Here's a self test for you to take on yonr own, to see what you're good at, and i^t you need to bmsh 
up on. Many of you prc^^^d^ly already know that sc^etim^ you have to take a test imnilar to this before 
you even get intervieirad for a jc^. 

(^e "Additional Handouts" SeOicm) 
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A NOTE ON CAREER TRAINING 



Stxne peo|^ are aUe to look ahead five or ten yean asd make {dans for rei^uB^ k»^-term 
goals; othm think ahead <»e step at a time. Wbrtever ysm doe frame, take aa «3h« apfnoudi to 
reachu^ ymir goal Invest^e how chai^ me made ami researdi ^ o|q)ommit»s that mi^ 
be avaUi^ to F!nd out what qoalilkatM^ aie xtct^saxy for a pi^drai yoa are ioter^ted in and 
detennine how you am »:quue them. 

One oiuttonary nc^e aixM cat^ trdmag, knwever. 'd ycni're vxA i^iat foa warn to lib in 
your jH^seot field or in a taldqg an h^ocb^my arnits at a ocd^e, a cootinah^-ediKatkm 

j^t^am, N a voctfiooal sdaooH mi^ CamiKarbs yim wkh tte posssl»lhks and bromten your thinkh^ 
BiA if you hope thtf this dkme wiU rm»ih in a sped& car^ such as ^ change, pitnnc^ion or raise, 
don't invest your lime and money before doing some research. 

Ask your boss or personnel officer how taking a particular course will aff&tit your future at the 
romj^ny. y<»i may learn that yotu- com|Muiy prcmu^ emplo)«K on tte of jt^j poformance and 
seni(^ rather %Nan ednc^icmal jtttainmou. A»l if fraina^ k importaitf, it may be oaHh?-jd> ai^ in- 
iKMKe training courses, not oaiMi eduoritian, tlral make tte grer w 1 ^S&xem^ 
\ Regarding prospective emj^iym, the Yelbw P^cs of the tdephtme book if necessaiy to find 

several in your fiehi interest Call thdr peruam^ (^fices aii4 Ikiw the training ^ are conadering 
would affect your chances of employment and your starting salary. 

As for financing your edmation, many bo^i^sa reimburse emi^oyces fc^ aU or part of the 
tuition for college courses pursued after work hoars. Ask your supervis<» or the personnel officer if you 
are e^ble f<» such a prt^am, «»i whaler the amx must pertam to the jt^ ^u currently have, or 
whether you can be reimbursed for taki^ wanes that hel^ you «ivai^ 

If you do wA have ^cess to ti^tton reimb«rsa»eitt, you aoay be to olHain a grant <x 
scholarship tr«n a fe^^ stale govemmem {so^am, ot torn a cr^U^ dubv church, private 
foundMion. Low-int»^ loans aie av^al^ thr^i^ banks, savb^ kan a$»>ciati<ms, and credit 
unifH'^ payment is muaDy deferral until afit«- gn^loa^m. 

Before enrdHi^ in a <»urse, several sdbools to c(»ni»re costs, finandd a^ and onirse 
requirements. Find out whether you win have access to an ol&» of career planning a ^jOacement 
servi^ Ask whether >^ can receive ooU^ ae(& f(»r pa^ wi»-k ejqjerienc^ thrcw^ t}» CoUe^ 
Examinaticm Iht^am or (»her arTaa^emoit Are camfs, and services offered osmttiiiau times and 
locations?s for vocatkmal schodls, many make fraudulett daans. Ask how many of the sdKX^'s 
graduates have jd» and what their startii^ salaries were. 
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VOCATIONAL EXPLORATION 




The Ohio Bureau of Employment Services projection of growth occupations included: 
periphe"^ electronic data proc^sing (EDP) equipment operators, computer 
operators other than peripheral equipment, and word processors. 

For this reason the vocational exploration component of the project a)nsisted of two 
parts: 

A. Tour of mainframe computer operations using the facility of 
Cleveland State University. Participants were given the opportunity to 
ask questions regarding training, job opportunities, salaries, nature of 
work, and career paths. 



B. Demonstration and display of hardware and software word processing 
equipment was presented by MicroGenesis Corporation, Leaders in 
Per2»onaI Computer Services. Participants viewed computers the si2^ of a 
human hand - with the "high powef capacity of desk top computers, 
computer networks where data from one computer was transferred to 
another computer station at a different location, and software packages 
that taught, wrote, and reported data without the usage of the standard 
keyboard. 
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PARTICIPANT INFORMATION 




DISPLACED CLERICAL WORKERS WORKSHOP 
STATISTICS 

Tcrtal number oi individiiak r^i^er^ for bc^ woriKsb:ipc 76 
Total number of isdividaals who showed: S7 

Total regisiered/sliowed for June 2 and June 9 respectively. 30/18 - 46/39 
58% unemplc^ed 
71% minority 

22% between the age of 21-30 
22% between the age of 45 & over 
56% between the age of 30-45 
Of the employed, 70% job seeking 
Of the unemployed, 30% in school 
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EVALUATION 
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C PARTICIPANT 

EVALUATION 

Disced Qerical Ftaject 

■Look into the Future" DO NOT WRITE NAME 
June 9, 1990 

WORKSHOP EVALUATION 

1. On a scale of MO, representing unsatisfactoiy to excdl«it rate your fedings about the 
overall worfc^p o^rience. (<^rde one) 

1 23456789 10 

2. Did your find the information given in the workshqj useful? 

3. Which workshq) topic did you enjoy the most? Why? 

4. Which workshop tqsic did you least enjoy? Why? 

5. Are there any tqjics that were discussed that you would like more information 
about? 

6. Were there any topics in the workrfw^ that you fed would have been more beneficial to 
you earlier in your training/work aq)^ience? 

Which ones? 

7. What are vour suggestions for improving the, wnrk shf^? 

8. Are you interested in other 9to5 activities? 

workshops 

member^p information 

advocacy (working to make changes iji laws, practices, etc) 
other 
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THE FOLLOWING QUESTIONS ARE OPTIONAL AND WILL BE USED FOR 
REPORTING AND 
STATISTICAL PURPOSES ONLY. 



I. Are you employed? 
unemployed? 



Position/Title? 
Lay-off/Tennination? 



in school? 



Training Course 



job seeking? 
other? 

2. What is your race, nationality, or ethnic origin? 
B W H A NA other 

3. Are you between the age of: (check one) 

16 - 21 21-30 30-45 45 & over ) 

4. How did you hear about the workshop? 
Newspaper TV Radio Friend Other 

5. Why did you register for the worktop? 
To get employment information 

To get traiuing 
To upgrade skills 
Curious 
Other 
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•LOOK INTO THE FUTURE" 

Thank ^fbrtaUng time to answer this qi^tkmiiai^ I^a^ compSete and retiini In tlie 
envelope provided fyr your cmiven^nce. 

1. The workshop provided up-to-date information on new olTke tednudngy. 

() not at all ( ) somewhat ( ) vei7 miuh 

2. Hie workshop improved ray undot^tanding of liow new (rfflce technol^ Ims dmnged 
clerScal work. 

() not at all ( ) somewhat ( ) v»y much 

3. The workshop gave me the chance to compare my present skills to the skUte neeM to 
find andkeepajdb. 

<) not at all ( ) somewhat ( ) very much 

4. The worksh^ helped me r^lize I can accomplish goals. 

() not at all ( ) »>mewhat ( ) very mncfa 

5. The workshop helped me realize I diai^ my present situation. 

() not at ail ( ) somewhat ( ) very much 

3f) 
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6. The workshop provided resources to help up^de my skills. 

() Botatall Osomewhat ( ) veiy much 

7. The workshop helped me focus my energy on setting and accomplishing goate. 

( ) nfrt at all ( ) somewhat ( } very mnch 

8. The workshcq) made me nKwe aware ^how to select a training cmirse/sdHNd. 

() not at all Osomewhat OveiymiKh 

) 

9. The workshop helped me to realize that I am not ahme hi my situatkm. 

() notatall Osomewiurt ()vei7Dsiich 

10. Do you feel you could benefit from other types of workshops similar to this one. 

() notatall Osomewhat Oveiymuch 
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Questionnaires and participant response forms provided evaluative information. The 
two basic questions examined were: 

the prognuw sel out to do what Is was designed to accomplishgd? 

Wmi were mwtml 

0 The project did provide training opportunitie i for clerical workers which 
focused on fostering self -esteem and offered information on support 
systems. 

0 The project did focus on new and emerging career oj^rtunities in the 
clerical field. 

o The Xook into the Future" model was developed, tested, and can be 
replicated. 

Information Irom the particqmnt evaluation forms shows that the majority 
rated the workshop a "ICTon a scaled of M0» representing unsatisfactoiy 
to excellent The workshop did respond to the training and retaininjE 
needs of the deriod workers, and the workshop focused on new and 
emerging career opportunities by using self-assessment instrunents, 
vocational exploration and demonstrations. 

The majority of the participants re^nded "Very mudi" to question such 
as: The Workshop Provided Up-to-date Information.,.'' The workshop 
helped me to realize I can accomplish goals „.and charge my present 
simation", uid The work$hq> gave me the chance to comjmre my present 
skills to the skills needed to find and keep a job." 

Written and verbal participant responses were positive. Many 
participants stated that the 'Hivorkshop needed to be longer". Many 
expressed the need for Tiow to skills" being veiy interested in 
occupational training opportunities. 

The project demonstrated that clerical workers must become "career planners." Up- 
to-date information and resources must become an integral part of the career plan. 
There is a 'thirst" for sound programs that educate, enli^ten, and move individuals 
forward in beconung better planners, decision makers, and workers. Many of the 
participants stated they "could benefit from other types of workshops similar to this 
one." Workshop participants gained a better understanding of the impact of office 
technology on clerical work, the need to prepare for emerging career opportunities in 
the clerical field, and the importance of setting and accomplishing goals. 

58 
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In conclusion, the Displaced Oerlcal Tiding Project was developed In cooperation 
with Qeveland State University and tested with the asidstance of a wide range of 
participants with a vari^ of Job experiences. 

In 1985, a report by 9to5, Working Women Eduottion Fund, shows that displacement 
of workers in the service sector is greater than displacement in the manufacturing 
sector. Oerical and service sector displacement is primarily caused by two factors: 

office automation where new technological advances in office 
equipment constantly change or eroded levels and layers of office 
duties, responsibilities, job {K>sitions, job titles, and employer needs 
for office workers; 

and the clerical work force and/or the employers failure to retrain to 
meet the demands of new technology. 

Because of the above factors, jobs for statistical clerks and data entry keyers declines, 

and jobs for peripheral electrom'c data equipment operators, computer operators, and ) 

word processors are projected to grow. 

The Look into the Future workshq) was developed to provide clerical workers the 
opportunity to focus on new and emerging career opportunities, to set career goals 
based on the impact of technological advances, to ac(^ skills, 
develop positive attitudes about education, training, and upward career mobility. 

The project was created for the clerical workers who have lost jobs due to outdated 
skills, individuals trained in office work and unable to find employment due to lack of 
skills, those considering or in office skills training, and those currently employed but 
work performance is inhibited due to lack of skills. 

Hie pilot project demonstrated that clerical workers - employed and unemployed, 
educators, and employers must take a keen look at employment and training in light 
of technological advances impacting the workplace, and the "Look into the Future" 
pilot is a viable educarional and motivational program model. 
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RECOMMENDATIONS 



- Money and equi^Mnent needs to be allocated those training sdioois that focus on 
providing technolc'gy advanced training 

- Workshop formal can be changed to a dassr(K>m instruction course where those with 
basic skills learn ^uipment (^^rational duUs. 

► Child care, transportation, and r^^shments must be a part of program planning. 

• Vocational exposure component ^uld be last part of program to allow for question, 
discu^on and hands tm eaqxmire. 

> Program planning and grant allocations timeline needs to be ej^^anded. 
Social, educational, and training institutions must be an integral part of the recruitment 
and referral proosss. 

Follow up services should inform participants of available programs that offer up to date 
training. 

The program planning and recruitment plan should indude a foDow up call to those 
registering to encourage attendance. 

Those not attending should receive a follow up call to find out reason(s) for failure to 
show. 

A comprehensive self-aaessmait of skills and talents neetfe to be conducted to steer 
those participants into occupations that they are best suited for. 
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ADDITIONAL HANDOUTS 
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Add punctuation sark^ to eonpXato the follovlsg sentences: 

1. our branch manager advertised for an accountant, a 
secretary, and a clerk t^ist. 

2. Mr. Jones' attendance record has been perfect during the 
last five years. 

3. "When will the president be appearing?** asked a local 
reporter. 



Choose the correct vay to write a titles 

!• The nesting will be conducted by Professor Sharon Jones. 
2. Z vent to see the vice-president , Don Curry. 



spelling out nuabers - choose the correct fora for each srjitenoe: 

1. Only seven people attended the naeting. 

2. we received 182 coaplime^tary letters this month. 

(For nxunbers under ten, spell out. For numbers over 10, use 
the number form.) 



write the abbreviations for these states; 



1. 


Alabama 


AL 


2. 


Alaska 


AK 


3. 


l>elavare 


DS 




Idaho 


XD 


5. 


Kansas 


KB 


6. 


Maine 


MB 



Some words sound alike, but have distinetly different meanings. 
Choose the correct word for each sentence. 

1. The new vacation policy had no apparent effect on company 
morale. 

2. Altogether there are 20 families signed up for the company 
picnic. 

3. The trip to the plant is farther than I thought. 
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So&e of tbese words axa misspelled. Circle and correct tliea. 
acknowlegeaent ao3uiowledge»ent 
acquaintance spelled correctly 

dilema dileaaa 
license spelled correctly 

unecessary unnecessary 



C(»Q[DMICATZOir SKILLS Bm^VSKBV 



TO do veil on & job, you must Iba al^Xe to oonnunioatd affectively. 
Many coapanles test job applieants on their skills during the 
interview process, see how veil you do on the folXoving test, 
coapare your answers to the ones on the answer sheet. 

Add punctuation Barks to ooaplete the folloving sentences: 

1. our branch manager advertised for an accountant a secretary 
and a clerk typist 

2. Mr Jones attendance record has been perfect during the last 
five years 

3. When will the president be appearing asked a local reporter 
dkoose the correct way to write a title: 

1. The meeting will be conducted by Sharon 

Jones • 

(professor. Professor) 

2. I vent to see the , Don Curry. 

(Vice-president, vice-president) 

spelling out nunbers - choose the correct fora for each sentence: 

1. only . people attended the meeting. 

(7, seven) 

2. We received coapliaentary letters this month. 

(182, one hundred eighty-two) 

Write the abbreviations for these states: 

1 . J^labana 
2 • Alaska 
3 • Delaware 
4 • Idaho 
5 • Kansas 
Maine 



) 

Soae vcr'ls sounA alike, but bava distiaetlY diffare&t aaaainga. 
Choose tbe correct vord for eaeli sente&ee. 

a. The nev vacation policy bad no apparent on 

company aorale. 
affect, effect 

2. there are 20 families signed up for the company 

picnic. 

All together, altogether 

3. The trip to the olant is than I thought. 

farther, further 



Soae of these vords are aisspelled. circle and correct thea. 
acknowlegement 
acquaintance 
dileaa 
license 
uneeessary 
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Diskette or Floppy: A computer storage medium made of 
plastic covered with a magnetic coating. The two popular 
sizes are the 5.25" and 3.5« because of their convenience. 

Hard Drivo: Built-in storage medium using aluminum disks 
coated with iron oxide. Greater storage capacity than floppy 
disks. The read-write heads travel across the disk on a thin 
cushion of air without ever actually touching the dis.k. 

RAM: Random Access Memory A temporary storage space directly 
accesible from the CPU. 

Storage: Retention of data, primary (main memory that is 
directly accessible by CPU) and secondary (Long term storage 
that is relatively stable) . 

Memory: Primary storage (RAM) , secondary storage (disk 
drives) . 

Monitor: A device si.Tiilar a to television set that accepts 
video signals from a computer and displays information on its 
screen. 

Mouse: Palm sized input device with one or more control 
buttons that allows movement of a pointer onscreen. 

CPU: The part of a computer where arithmetic & logical 
operations are performed and instructions are decoded 
and executed. 

Keyboard: Input device with a set of alphabetical, numeric, 
punctuation, .-iymbol, and control keys. Most frequently used 
1 .r all computers. 

Output: Dot-Matrix Printer: Generates text and graphic 
images by pressing ends of pins against a ribbon. 

output: Laser Printer: Uses a laser beam to generate an 
image, then transfers it to paper electrostatically. 
Produces letter quality text and graphics, quieter and faster 
than printers that mechanically strike the paper. 

Modem: (short for mod ulator- dem omodulator) A device that 
encodes data for transmission over a particular medium, such 
as telephone lines, coaxial cables, fiber optics, or 
micowaves. . 
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Electronic Mail; Electronic messaging systems that allow 
immediate transfer of correspondance accross the room or 
accross the World. 



Files: Collection of information stored as records. The 
information in a file is stored in such a way that the 
computer can read or write information from the file. 

Spreadsheet: Electronic accountants worksheet that allows 
the user to perform multiple calculations, sensitivity 
analysis and financial analysis etc. . - 

Database: Collection of data stored on a computer storage 
medium, such as a disk, that can be used for more than one 
purpose. 

Wordprocessing: Using a computer to prepare letters, 
manuscripts, or other documents. 

Communications: The ability to access remote computer 
systems over telephone lines. File transfers and electronic 
applications of communication. 

Data: Factual information, data processing is the act of 
using data for making calculations or decisions. 
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*JuTif sr,in4' rK*?\ic^ k-iinu^f tiK ^^luiinij *i Ji^^fJii 

A gcx\3 business letter can get wu 
a job interv iew 

Get una off the hcx>k. 

Or get >\)u mi>ne^' 

It's totally asinine to blow ^-our 
chances of getting u/uiatY you 
wanr-with a business letter that 
turns people oi( instead of turning 
them on. 

The best place to leam to write 
is in school. ]f you re still there, pick 
your teachers' brains. 

If not. big deal I learned to ride 
a motorcycle at 50 and fly ballo as 
at 52. lt*s never too late to W.m. 

Ov^r 10,000 business letters 
come across my desk ever^^ ^•ear. 
They seem to fall into three cate- 
gories: stultifying if not stupid* 
mundane (most of them), and first 
rate (rare)- Here's the approach 



I Ve found that separates the winners 
from the losen (most of it's just gcx>d 
comrron ser>se)**it starts h^furc yoxi 
wTite >t3ur letter: 

Know what you want 

If >t>u dont, uTite it dov^Ti-in 
cMie sentence. **I u*ant to get 
an interv iew within the next 
TWO weeks." That simple. 
List the major points wu 
want to get across- it1l keep 
you on course. 

If ^*ou re ansvwng a letter, 
check the points that need 
answ^cring and keep the letter 
in front of >t>u while you write. 
This way yoxi \wn*t forget 
anything- t/iflf wt)uld cause 
another round of letters. 

And for goodness* sake, 
answ^er promptly if you're 
going to answer at all. Cton't 
sit on a letter- that invites the 
person on the other end to sit 
on %vhatt\*er you w.'snt from hivn. 

Plunge right In 

Call him K- name - not "Dear 
Sir, Madam, or K1s.''"Dear Mr. 
Chrisanihopoulos''-and be sure to 
spell it right. That'll get h .n (thus, 
you) off to a good start. 

(Usually, ^wj can get 
his name just by iphon- 
ing his company- cff 
from a business director^' 
in yom nearest library) 

Tell what Mour letter 
is about in the first p ^ra* 
grai>h. One or m-o sen- 
tences. Don t keep ^-our 
reader guessing or he 
might file your letter 
aw3y-e\'en before he 
finishes it 

In the round 61e. 

If youre answ-ering a 
letter, refer to the dntc 
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it was witien. So the reader 
won*t waste time hunting for it. 

People who read business letters 
are as human as thee and me. Read- 
ing a letter shouldn't be a chore - 
reward the reader for the lime he 
gis'es )K>\i. 

WHte so heni enjoy it 

W^ ite the entire letter froni his 
| X)int of vieu' -what's in it for him ? 
Beat him to the draw -surprise him 
by answering the questions and 
objections he michi hax'c. 

Be positiN'e -ne'll be more recep- 
tive to w-hat you have to Miy 

Be nice . Contrary* to the cliche, 
genuinely nice gu^-s most often fin- 
ii^ first or very near it. I admit it's 
not easy when >'Ou\'e got a gripe, 
lb be agreeable u-hile disagreeing- 
that's an art. 

Be natural -uTite the wav wu 
talk. Imagine him sitting in front of 
you~w4iat \%«ould >'Ou say to him? 

Business jargon too often is 
cold, stiff, unnatural. 

Suppose I came up to you and 
said, "I acknowledge receipt of ^•our 
letter arvJ I beg to thank ^■ou." You'd 
think, "Huh? YouVe ixiiting me on." 

Tlie acid test-reiad your letter 
out hmd when >t)u're done. You 

might get a shock- but 
^-oull kntnv for sure if it 
sounds natural 

Don't be cute or 
flip pant. The reader uxjn't 
take ym seriously This 
doesn't mean youN e got 
to be dull. You prefer 
youT letter to kniKk 'em 
dead rather than bore 
'em to death. 

Three points to 
remember: 

Hzve a sense of 
humor . Thai's refreshing 
anyuhgre -a nice surprise 



in a business letter. 

specific. If I tell ^"ou there's a 
new fuel that could save gasoline, 
you might not believ'C me. But sup- 
pose 1 tell )x>\x this: 

-Gasohor- 10% alcohol. 90% 
gasoline -works as well as 
straight gasoline. Since you can 



tant words. And sometimes indent found out. (The latter, not speaking 



sentences as well as paragraphs. 

like this. See how well it 
wtsrks? (But save it for sof-" 
thing special.) 

hMlitpeifect. Ko c^pos, no 
misspellings, no factual errors. If 
>-ou're sloppy and let mistakes slip 



from experience. ) 

Edit nJthlesslv . Somebody -i^* 
said that words are «4« like indated 
money-the more ef t htivi ihat ^t>u 
use, the less each one of thorR is 
worth. Right w> . Go through your 
entire letter as many times as 
it takes. Soarch out an J Annihilaie 



make alcohol from grain or corn ^ ^he person reading >-our letter ^ ^ 

stalks, uood or uoodxvaste. coal- u^llthi!5k>ou don't knovv better or ""f^^^^^.^''' 



even garbage, it's uwch some 
real follow-through. 

Now >\DuVe something to 
sink your teeth into. 

L ean heavier on nouns an J 
mh sjightcr on adi <^tives> Use the 
active voice instead of the passive . 
Your wTiting will have more guts. 

Which of these is stronger? 
Active voice: "i kicked out my mon- 
ey manager.** Or. passive voice: *'My 
money manager was kicked out 
h{ me.** (By the way, neither is true. 
Nly son, Malcolm jr*, manages most 
Forbes money -*he*si brilliant 
monc>Tnan-) 
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"l kamcd lo ride a mt^orcycft a 50 and fl^ h^ams 
^52. h'stmertoolautuhsmansthing'' 

Gfve it the best youVe got 

When you don^ want something 
enoi^h to make 0\£ effort, making 
on effort is a v^^aste. 

Make vour letter lcx>k a ppetiiing 
-or youW strike out before >x)u e^-en 
get to bat T>pe it-on good-quality- 
BWkU" stationery Keep it neat. 
And use paragraphing that makes ic 
easier to read. 

Keep y out letter shoy t~to one 
page, if piusible. Keep yont para- 
graphs short. After ail, who's coing 
to benefit if your letter is quick and 
easy to read? 

Vot emphasis, underline impot' 



don't care. Do %x>u? 

Be cr\-st3l clea r. You wtin't get 
\\ hat you're after if ^"our reader 
doesn't get the message. 

Use g ood En g lish . If you're still 
in school, take all the Engli^ i and 
\%Titing courses x-ou can. The way 
yo\i wTite and speak can really help 
-or hurt. 

If you're not in school (e\"en 
if you are), get the little 71-page 
gem by Strunk 6i ^liiie, Elarwiis 
ofSjyle. It's in paperback. It's fiin 
to read and loaded with tips on 
good EnglidK and gocKi writing. 
Don't put on airs . 
Pretenr^ invariably impre»es 
only the pretender. 

Don't exa ggerate. Even 
once. Your reader will susp«ct 
everything else you WTite. 

Distin g uish opinions from 
facts . Your opinions may he 
the best in the world But 
they're rtox gospel. You ow« it 
to your reader to let him know 
\*'hich is whIcK He'll appreci' 
ate it and he'll admire sxsu. 
The dumbest p^ple I know 
are tho» who Know It All. 
Be honest. It'll get you 
further in the long rutu If ^'ou're 
not,you wcm't rest easy until >-ou're 




"Dfm't iiid^y^eiMi. B%cn ntKt. Yumr reaier wilf 
suspieciavryihngtke yuH wriw. " 

Sum it up and get out 

The la» paragraph should tell the 
reader exactly what you want him 
to do-or ^-hat vouVe going to da 
Shon and sw^l **May I hsve an 
appx>intinent? Next Monday, the 
16tK 111 call ^*our secretary* to see 
when it'll be most com'enient for 

Qc»e with iomething simple 
like, "Sincerelv" And for heavens 
sake sign legibly. The biggest ego 
trip I knou' is a completefy illegible 
signature. 

Good luck. 

1 hope >"Ou get what >x>u re after. 
Sincerely, 



Years ago. International Paper sponsored a scries of ad^-ertise- 
ments. "Send me a man who reads," to help make Americans 
more av^-are of the value df reading. 

Tbda^ the printed uord is more \ntal than e\"er. Now there 
is more need than ever before for all of us to read better, write 
letter, and communicate better. 

International Paper offers this nett series in the hope that, 
ex-en in a small way, ^\•e can help. 

Por reprints of this advertisement, write: "Pow^r of the 
Primed \Xferd," International Paper Co, Dept. , HO. Box 900, 
Elmsford. New York 10523. 

©INTERNATIONAL PAPER COMPANY 
We believe in the power of the printed word. 



49 



BEST COPY AVAUILE 



